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CHAPTER 1
INTRODUCTION TO DoD NOTAM MANAGER
1. Purpose

e The purpose of this document is to serve as a resource for users of the DoD NOTAM
Manager in support of their responsibility to create, modify, and manage NOTAMs.

e Access to DoD NOTAM Manager is only provided to approved DoD NOTAM Manager
Administrators and Issuers. Follow the steps outlined in this section to acquire access.

2. Content
e This guide provides information on the features of the DoD NOTAM Manager, its
functionality, and the processes required for creating, modifying, and tracking NOTAMs. The
guide includes examples of NOTAM screen shots and processes designed to help the user
understand how various NOTAM tasks may be performed.

3. Intended users

e This guide is intended for use by personnel authorized to operate as DoD NOTAM
Manager Administrators or as NOTAM Issuers.

4. DoD NOTAM Manager User’s Guide can be accessed by selecting the Help tab. (For
details, see Page 45)



CHAPTER 2
OVERVIEW OF DOD NOTAM MANAGER
1. DoD NOTAM Manager

e The DoD NOTAM Manager can be accessed at: https://notams.aim.faa.gov/dnotam

2. Access to DoD NOTAM Manager
o Follow the steps outlined in this section to acquire access.
e To register your user name and password click New User Registration

Figure 1: New User Registration

Digital - AIM | NOTAM - Manager
Login to Digital NOTAM Manager
; @ + Digtally Encode NOTAMS
X + Automatic transformation into ICAQ and other formats Usemame:

+ Business rules validation

+ Traceability Password

+ Information exchange using AIXM 5.1

Signin
WARNING WARNING WARNING New User Registration || Forgot my Password
For Assistance, Please contact AIM Operations
1-866-466-1336 or (540) 4224166769
Send Email To: FNS Help Desk

3. Fill out the appropriate fields and select Submit (You must select DoD as shown)

Figure 2: User Registration Form

User Registration Form

All fields marked (*) are required.

O Ajrports © Towers © occ © SO

DOD Accountability (Example: KADW):*

Job Title/Rank* Organization®
First Mame™® Last Name®
Email*
Phone™® Fax Radio MHz
Address® Address...
City/Town™ State Country™ I -n Zip Code

o
Password * 8 Characters or more

©) At least one Letter
Retype Password *
B At least one Number
9 At least one special character (e.g., @#5%&")

0 Both passwords typed below must match



https://notams.aim.faa.gov/dnotam

4. Once the User’s access has been approved, the User will be notified via email of the approval.
You can then login to the DoD NOTAM Manager site. User name will be the email address you

entered on the registration form.

NOTE: Passwords are required to be changed every 180 days. User will be locked out if three
unsuccessful login attempts are made. DoD NOTAM Manager Administrator(s) will receive an

email notification regarding the locked out user.

Figure 3: Sign In

Login to Digital NOTAM Manager
Username:

Password:

Sign in

New User Registration | Forgot my Password

For Assistance, Please contact AlM Operations
1-866-466-1336 or (540) 422-4168/69
Send Email To: EMS Help Desk

S. In case of forgotten password, select “Forgot my Password.”

Figure 4: Forgot my Password

Login to Digital HOTAM Manager

Username: |

Password: |

Sign in |

Mew User Reaqistration || Eoraot my Passwaord

Figure 5: Password Reset

Login to Digital NOTAM Manager
Username:

Password:

Sign in

New User Registration | Forgot my Password

Enter following information to reset your password

Email: | eugene fisher 1@us_af mil Required
Last Name:  fisher Required

For Assistance, Please contact AIM Operations
1-866-466-1336 or (540) 422-4168/69
Send Email To: ENS Help Desk

Figure 6: Password Reset Instructions

Confirmation

Instructions for resetting the password will be sent to your email:

eugene.fisher.1@us.af.mil
Close

Note: An email will be sent to you with instructions for resetting your password.




6. DoD NOTAM Manager Outage

e Inthe event DoD NOTAM Manager is unavailable, the current legacy system remains
as the back-up.

7. Reporting Outage

e |f DoD NOTAM Manager is out of service and it is NOT a known scheduled outage;
for assistance please contact: NAIMES Customer Support: 1-866-466-1336, Hours: 24/7.

8. DoD NOTAM Manager Uses:

e The DoD NOTAM Manager can be used to:

o Quickly and accurately input digital NOTAM data
Display digital information in the US NOTAM System
Submit NOTAMSs via the Internet
Track NOTAMs
View NOTAMs in multiple formats (Domestic, International Civil Aviation
Organization (ICAQ) and Plain language)

View data in graphical format
Draft NOTAMs

Replace NOTAMs

Cancel NOTAMs

O O O O

O O O O

9. Digital Structure

e DoD NOTAM Manager requires adherence to a specific digital structure such as:
o NOTAMs are formatted in United States NOTAM Service (USNS) compliant
format, to include specific content and format for items such as dates, times, and
airfield nomenclature.

10. Digital Scenarios/Templates
¢ Digital templates have been developed to help Users enter NOTAMs based upon
the policy and business rules outlined in Advisory Circular 150/5200-28D, Advisory
Circular 150/5200-30C, and FAA Order 7930.2.

11. Digital Scenarios/Templates Concept

e Templates are contained within the DoD NOTAM Manager for the development
of correctly formatted NOTAM data.

e Through the use of these templates, options are linked to keywords, such as
Taxiway or Apron/Ramp. This creates a list of properly formatted attributes about that
keyword which a NOTAM might include. For example, when the keyword Apron/Ramp



is selected, a list of Apron/Ramps at the airport appears that is accompanied by a list of
conditions for each Apron/Ramp to include: closure, lights out of service, personnel and
equipment warning, etc...

12. Digital Scenarios/Templates Benefits

e NOTAM Issuers benefit from the use of templates. These include:
o Auto formatting and standardization of all NOTAMs
o Increased accuracy of the NOTAM
o Inclusion of all required fields that must be populated
o Reduces the requirement to remember contractions

13. Free Form NOTAMSs

e Inrare cases it will be necessary to enter NOTAMSs for which a template does not exist.
In these cases, it will be necessary to use the Free Form NOTAM process.

a. Free Form NOTAMs are not digital and are submitted through USNS. The time
period from submission to publication will be increased with the use of Free Form
NOTAMs.

b. When issuing Free Form NOTAMs, Users of DoD NOTAM Manager lose the ability
to display the condition of the NOTAM graphically. However, DoD NOTAM Manager
will display the graphic feature.

14. System Connectivity

e DoD NOTAM Manager is connected to the USNS via the Internet. Minimum browser
requirements for DoD NOTAM Manager are Internet Explorer 8 or Mozilla Firefox.

e System users can access DoD NOTAM Manager via their Personal Computer (PC).
Connectivity to the DoD NOTAM Manager via the Internet is indicated on the DoD NOTAM
Manager page by a green dot in the lower right corner next to the words “Connected to DoD
NOTAM Manager”. When connectivity has been lost, the green dot turns red with an X in the
center.

15. Coordinated Universal Time

e Coordinated Universal Time (UTC) is the required time format when issuing a NOTAM.
UTC is standard across all time zones and areas, and the current UTC time is displayed on
the DoD NOTAM Manager page in the upper right-hand corner below the words “DoD
NOTAM Manager.”



CHAPTER 3

DoD NOTAM MANAGER HOME PAGE AND COMPONENTS

1. NOTAM Manager Home Page

e The DoD NOTAM Manager Home page window is the first window to open after the
login screen. This section describes what the User will see when the DoD NOTAM Manager
is first opened.

Figure 7: Primary NOTAM window

Federal Aviation
Administration

Filters

Test System

E NOTAM Summary

Actions Toolbar

Z Admin. Toolbar

Rows: 70

/AM Manager | Reports | My Profile | Preferences | Feedback | Help | Logout

Digital - AIM | NOTAM - Manager
Eugene Fisher | JUN 25 2014 WED 1500 UTC

Page: 1 GoPage 10f2 2= Last

Accountability
KADW-JOINT BASE ANDFB

°
Aerodrome (25, 4)
Apron (5, 1)

Rumway (21, 2 )
Taxinay (5, 0 )
Obstruction (0, 0 )

© Status

AI(TT)

Active (56)

Activation In Progress (0)
Cancalled (3)
Cancellation In Progress (0)
Draft (7)

Error Activating (3)

Error Cancelling (0)
Expired (8)

Activation Faxed (0)
Cancellation Faxed (0)

In Queue (0)

Feature
Taxiway
Faxiway
Aerodrome
Aerodrome
Aerodrome
Acradromie
Aerodrome
Runway
Aerodrome
Aerodrome
Aerodrome
Aerodrome
Aerodrome
Runway

Runway
Runway
Runway
Aerodrome
Aerodrome
Apron
Aerodrome
Aerodrome
Aerodrome
Runway
Rumway
Apron

1

Airport Pane

Apron
Rumway
Rumway
Taxiway
Runway
Rumway
Aerodrome
Taxiway
Aerodrome
Taxiway
Rumway
Aerodrome
Aerodrome

Condition

TWY A2 CONST AREA

TAN-A2 CONSTAREA

AERODROME BEACON UNSERVICEABLE

AERODROME BEACON UNSERVICEABLE

AERODROME BEACON UNSERVICEABLE
ERODROME BEACON WHITE NOT ROTATING

AERODROME BEACON OBSCURED NORTHEAST SIDE

RWY (1L THRESHOLD DISPLACED 100FT NONPRECISION MARKINGS. DECLARED DI
UNMANNED ACFT WITHIN AREA DEFINED AS 3NM RADIUS OF KADW TEST F) FL
UNMANNED ACFT WITHIN AREA DEFINED AS 3NM RADIUS OF KADW TEST F) FL
HOT AIR BALLOON WITHIN AREA DEFINED AS 112NM RADIUS OF KADW TESTF)
UNMANNED ACFT WITHIN AREA DEFINED AS 3NM RADIUS OF KADW TEST F) FL
AERODROME WIND DIRECTION INDICATOR NOT ROTATING

NAVAID ILS RWY 01R CAT 2 NOT AUTH

TAN-A2 CONSTAREA

RWY 19R SEQUENCED FLASHING LGT LOW INTENSITY DECOMMISSIONED

RWY 19R SEQUENCED FLASHING LGT LOW INTENSITY DECOMMISSIONED

RWY 19R SEQUENCED FLASHING LGT LOW INTENSITY DECOMMISSIONED

RWY KADW BRAKING ACTION UNSERVICEABLE

RWY KADW BRAKING ACTION UNSERVICEABLE

HOT CARGO PAD WORK IN PROGRESS SFC PAINTING LGTD AND BARRICADED
BASE OPS 110.12 COMMISSIONED TEST

BASE OPS 11012 COMMISSIONED TEST

BASE OPS 11012 COMMISSIONED TEST

RWY 19R ARRESTING GEAR MARKER AT RWY 19L NORTHEAST SIDE LGT UNSERVICE
RWY 19R ARRESTING GEAR MARKER AT RWY 13L NORTHEAST SIDE LGT UNSERVICE
113 RAMP CENTERLINE MARKINGS LGT OBSCURED TEST

113 RAMP CENTERLINE MARKINGS LGT OBSCURED TEST

RWY 01L RVR UNSERVICEABLE TESTING

RWY 19R ARRESTING GEAR MARKER AT RWY 13L NORTHEAST SIDE LGT UNSERVICE
TWY A2 CLEARANCE BAR LGT COMMISSIONED

RWY 01R ARRESTING GEAR MARKER AT RWY 13 NON STD

RWY 19L LEAD ON LGT AT TWY A DECOMMISSIONED

AERODROME MOBILE JP8/JP4 FUEL NOT AVAILABLE NDS TESTING

TWY A2 CLEARANCE BAR LGT COMMISSIONED

AEROBATIC AREA WITHIN AREA DEFINED AS 4NM RADIUS OF KADW F) FL100

TWY A2 CLEARANCE BAR LGT COMMISSIONED

RWY 19L LEAD ON LGT AT TWY A DECOMMISSIONED

AR REFUELLING WITHIN AREA DEFINED AS 3NM RADIUS OF KADW F) FL120

AR REFUELLING WITHIN AREA DEFINED AS 3NM RADIUS OF KADW F) FL120

Classification, All [50 Records]

Number
M3127/14
Mzsi4
M0233/14
06/230
06/229
Q6228
06/227
M3119/14
M3091/14
M3093/14
M3094/14
M3092/14
M3096/14
M3083/14
30944
M3099/14
M3100/14
M3098/14
M3122/14
M3123/14
M3128/14
M3054/14
M3064/14
M3065/14
M2917/14
M3066/14
M3105/14
M2988/14
M3129/14
M3071/14
M3074/14
M3046/14
M3045/14
M3042/14
M3069/14
M3086/14
M3049/14
M3070/14
M3089/14
M3090/14

Start Date UTC
06/23/2014 1611

06/22/2014 2350

A End Date UTC i Status

07/18/2014 2338
Q7801

06/23/2014 1748
06/20/2014 1914
06/20/2014 1912
0642020141907
06/20/2014 1903
06/20/2014 1919
06/16/2014 1751
06/16/2014 1802
06/16/2014 1806
06/16/2014 1754
06/16/2014 1927
06/16/2014 1637
062072014

07/08/2014 1748
07/08/2014 1914
07/08/2014 1912
0706120141907
07/05/2014 1903
07/08/2014 1122
07/05/2014 1122
07/08/2014 1122
07/05/2014 1122
07/05/2014 1122
07/04/2014 1250
07/04/2014 1230
o301

06/16/2014 1949
06/16/2014 1952
06/16/2014 1941
06/23/2014 1528
06/23/2014 1529
06/24/2014 1306
06/1172014 1512
06/14/2014 0259
06/14/2014 0302
06/03/2014 2024
06/14/2014 0309
06/18/2014 1636
06/04/2014 2057
06/25/2014 0422
06/14/2014 0342
06/14/2014 0352
06/08/2014 2101
06/08/2014 2058
06/08/2014 1919
06/14/2014 0341
06/16/2014 1728
06/1072014 1641
06/14/2014 0341
06/16/2014 1738
06/16/2014 1743

I Connected ® IIRows: 50 Page: 1 GoPage 10f2 >> Last

07/03/2014 1230
07/03/2014 1230
07/03/2014 1230
07/03/2014 1212
07/03/2014 1212
07/01/2014 2359
06/30/2014 1250
06/30/2014 1250
06/30/2014 1250
06/30/2014 1230
06/30/2014 1230
06/30/2014 1230
06/30/2014 1230
06/30/2014 1230
06/30/2014 1230
06/30/2014 1122
06/30/2014 1122
06/30/2014 1122
06/30/2014 1122
06/30/2014 1122
06/30/2014 1122
06/30/2014 1122
06/30/2014 1122
06/30/2014 1122
06/30/2014 1122

Active E
Cancelled
Active
Active
Active
Cancelled
Active
Active
Active
Active
Active
Active
Active
Active

Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active
Active

Active
Active
Active
Active
Active
Active
Active
Active

2. Administration (Admin) Toolbar

%, Connection

Indicator

e The Admin Toolbar is located on the upper right side of the NOTAM Manager Home
page. It contains NOTAM Manager,User Administration (only available to the System
Administrator(s)), Reports (available to all non-administrators: See Figure 20), My Profile,
Preferences, Feedback, Help, and Logout. The Admin Toolbar is used to modify your
account and provide feedback. Use the My Profile tab to change your password or
personalized information. The Preferences tab is used to change the way the application
works with your account.



Figure 8: NOTAM Manager

MOTAM Manager ser Administration | My Profile | Preferences | Feedback | Help | Logout

a. The NOTAM Manager Tab — Returns the User to the NOTAM Manager Home Page.

Figure 9: User Administration

TAM Manager User Administration | My Profile | Preferenc

| Feedback | Help | Logout
b. User Administration Tab (only available to System Administrator) — This tab is used to

approve Users for Access, to Lock and Unlock Users out of the system, when appropriate, to
Search Users, and for Third Party NOTAM Distribution.

Figure 10: Approve Users for Access

NOTAM Manager | Feature Manager | U on | My Profile | Preferences | Feedback | Help | Logout

| Federal Aviation
| Administration

Demo System Digital - AIM | NOTAM - Manager

Brooke Beets | JUN 7 2012 THU 2048 UTC

§user i aviator
4 Search (EX: John, ACY, DEN, role, organization) Q 4 4 1150f20 » n
m Name EMail Role, Organization i i i

Contact Information Location  Action Action
' Unlock Users Caral McAteer carol.a. mecateer@faa.gov AST, FAA - PHL FSDO E}I:g:gggglg?g PHL W approe Q Reject
5 NOTAN Distribution Diocte Dicpetch
A archive Reparts David Fuller david fuller@jetblue.com JetBlue Ainvays : Ph:7187093047 JFK W Approve @ Reject
GREGORY . . Chief Designer, y o X
HARRISON gregory.harrison@jeppesen.com JEPPESEN Ph:6789245073 ATL v Approve Q Reject

Figure 11: Unlock Users

NOTAM Manager | Feature Manager | User Administration | My Profile | Preferences | Feedback | Help | Logout

Digital - AIM | NOTAM - Manager
Brooke Beets | JUN 8 2012 FRI 1500 UTC

Federal Aviation

Administration Demo System

. User Administration 22 Search (EX: John, ACY, DEN, role, orgamzallon)l « <« 1-150f60 » ¥
| Name EMail Role, Organization Contact 3 Location Action Action
] Arthur Airport Operations Office, Wichita Airport ¢
3 NOTAM Distribution Shamburger gov hority Ph:3169464710 IcT % Unlock & Remove
"8 archive Reports Cheboli Venkat veheboli@cghtech.com DB, FNS Ph:5712734829 AVP & Unlock & Remove
David Willis dwillis@f com Op MHT Ph:6036246592 MHT # Unlock & Remove
s = SENIOR SOFTWARE ENGINEER, A
FAISAL ARAIN farain@mitre.org MITRE CORPORATION Ph:703-983-3920 IAD ® Unlock & Remove
G: N

Figure 12: Search Users

NOTAM Manager | Feature Manager | User Administration | My Profile | Prefere | Feedback | Help | Logout

Federal Aviation
Administration

% User Admin Navigator Approve Users

Demo System

Digital - AIM | NOTAM - Manager
Brooke Beets | JUN 7 2012 THU 2048 UTC

b 4 User Administration 1 Search (EX- Jahn, ACY, DEN, rale, arganization) A 4 4 1-150f20 » M
| ) oprove Users) Name EMail Role, Organization Contact Information Location  Action Action
% Unlock Users Carol McAteer carol.a.mcateer@faa.gov AST, FAA - PHL FSDO Ezg:gggg:g?g PHL V] Approve (X} Rejact
5 NOTAM Distribution Direcor Dispatch
B8 archive Reports David Fuller david fuller@jetblue.com JetBlue Airways ! Ph:7187093047 JFK v/ Approve (x) Reject
GREGORY . Chief Designer, ' g )
HARRISON gregory. hamison@jeppesen.com JEPPESEN Ph:6789248073 ATL V] Approve (x) Rejact




Figure 13: NOTAM Distribution: Third Party Notification

NOTAM Manager | Feature Manager | ion | My Profile | Preferences | Feedback | Help | Logout

Aaminietration | Demo System Digital - AIM | NOTAM - Manager
Brooke Beets | JUN 7 2012 THU 2051 UTC

e

5 & User Administration NOTAM Distribution List (Select entry below to edit / delete information): {7l Delete =, Refresh [t Export List
& spprove Users Location To Company EMail/Fax Active Cancelled Auto Distribution Last Updated At Updated By
5 cPs Kenai FS3 FAA Fax 9072833735 ¥ ¥ 011712012 16:43 Brooke Beets
AAD kyle Fax 8163292513 Y Y Y 02/15/2012 18:51 Kyle LePage
CLT MNarmada FAA Fax: 1234567892 Y Y Y 12/12/2011 1457 MNarmada Uttla
Fal Marmada FAA Fax 1234567891 Y ¥ Y 111212011 1558 Narmada Utila
- zZa1 MNarmada FAA Fax: 1234567892 Y Y Y 12/12/2011 14:57 MNarmada Uttla
ACY Ryan Test FH: 5555555555 ¥ N N 06/07/2012 13:31 Steve NMeinders
ANC Narmada FAA Fax: 1234567892 Y Y Y 01/17/2012 20:43 Vinod Vallikat
LHD MNarmada FAA Fax: 9999999 Y Y Y 01/17/2012 20:43 Vinod Vallikat
EFD vinod Fax 8000000000 Y N Y 09/12/2011 1915 Vined Vallikat
Recipient Information, Fields marked * are mandatory.
©Fax> |  Phone [ © Enair |
To* | Company [ Location® |GRR-Gerald R. Ford Intl =l

NOTAM Status to transmit *
I Active I Gancelied

¥ sutomatically Notify Save I Reset I
I Turn Off Automatic Distribution.

Send Fax/EMail Note: Send Fax/Email will notify all automatic EMail/Fax recipients of any new NOTAMSs or canceled NOTAMs since the last on-demand notification.

NOTE: “NOTAM Status to Transmit” is used for Third Party notification of NOTAM
Activation and Cancellation. NOTAM Manager will generate a fax (maximum of one fax
number) or email (unlimited) to Third Parties after a NOTAM number is assigned and the
NOTAM status is “Active.” The information will include:

Airport Name

User Name

User Phone Number

User fax number (if available)

NOTAM number

Domestic NOTAM Text

Comments (if applicable)

Date and time of transmission

NOTE: Only your Airport’s Distribution List will be accessible to you.

Figure 14: NOTAM Distribution Automatic/On-Demand Option

NOTAM Manager | Feature Manager | User Admii ation | My Frofile | Preferences | Feedback | Help | Logout

\ Federal Aviation
Administration

Demo System Digital - AIM | NOTAM - Manager
Brooke Beets | JUN 7 2012 THU 2051 UTC

£ user Admin Navigator NOTAM Distribution =

5 £ user Administration NOTAM Distribution List {Select entry below to edit / delete information): 77 Delete 2, Refresh 4 Export List
& approve Users Location To Gompany ENailiFax Active Cancelled Auto Distribution Last Updated At Updated By
s cPs Kenai FSS FAA Fax 9072833735 ¥ ¥ 7 01/17/2012 16:43 Brooke Beets
® Unlock Users AAOD kyle Fax 8163292513 Y Y Y 02/15/2012 18:51 Kyle LePage
cLT Marmada FAA Fax 1234567892 Y 4 Y 12/12/2011 14:57 Marmada Uttla
- FAl Marmada FAA Fax 1234567891 Y ¥ Y 1141242011 15:58 Marrnada Uttla
E& archive Reports Z41 Marmada FAA Fax 1234567892 Y 4 Y 12/12/2011 14:57 Marmada Uttla
ACY Ryan Test PH: 5555555555 ¥ N N 06/07/2012 13:31 Steve Meinders
ANG Marmada FAA Fax 1234567892 Y ¥ Y 01/17/2012 20:43 winod vallikat
LHD Marmada FAA Fax 9999999 ¥ ¥ Y 01/17/2012 20:43 Vinod Vallikat
EFD winod Fax 8000000000 ¥ N ¥ 09/12/2011 19:15 winod vallikat
Recipient Information, Fields marked * are mandatory.
o Faxs |  Phone* [ © Emair [
To* [ company | Location® [GRR-Gerald R. Ford Intl =1
NOTAM Status to transmit *
I~ Active I~ Cancelled
[Z Automatically Notify save | Reset

™ Turn Off Automatic Distribution.

end -ax/=Mal Fax/Email will notify all automatic EMailiFax recipients of any new NOTAMSs or canceled NOTAMSs since the last on-demand notification.
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e The Administrator can select between an automatic and on-demand distribution option.
The default option is Automatic, which means a separate fax or email is sent out by the
system automatically each time a NOTAM is issued or cancelled. If you prefer this option,
make sure the “Turn Off Automatic Distribution” is unchecked.

e When using the On-Demand option, fax/email will not be sent out automatically. Instead
it will be collected and stored until the Administrator manually presses the “Send Fax/Email
button”. If you prefer this option, make sure the “Turn Off Automatic Distribution” is
checked. The benefit of using the On-Demand option is that in place of sending one
fax/email per NOTAM, the system will combine all the NOTAMs that have not been
distributed and include them in one fax/email. This has the potential to reduce the number of
faxes/emails the user receives.

NOTE: Once you make a selection between Automatic vs On-Demand, that option will
remain in place until the Administrator changes the selection.

Figure 15: NOTAM Distribution: Automatically Notify

MNOTAM Manager | Feature Manager | User Administration | My Profile | Preferences | Feedback | Help | Logout

Federal Aviation

BRIt LIoN | Demo System Digital - AIM | NOTAM - Manager
Brooke Beets | JUN 7 2012 THU 2051 UTC
£ User Admin Navigator NOTAM Distribution =
b & User Administration NOTAM Distribution List (Select entry below to edit / delete information): [ Delete 2, Refresh F& Export List
& approve Users Location To Gompany EMailiFax Active Cancelled Auto Distribution Last Updated At Updated By
£ CcPS Kenai FSS FAA Fax 9072833735 Y Y Y 0117/2012 16:43 Brooke Beets
¥ Unlock Users AAD kyle Fax: 8163292513 Y ¥ ¥ 021512012 18:51 Kyle LePage
[ e T Dietripio | CLT Narmada FAA Fax 1234567892 4 Y Y 12H2/2011 14:57 Narmada Utta
- Fal Narmada FAA Fax 1234567891 v v v 1112/2011 15:58 Narmada Uttla
E@ Archive Reports za1 Narmada Fas Fax 1234567892 ¥ Y Y 12122011 14:57 Narmada Uttia
ACY Ryan Test PH: 5655566555 N N N 06/07/2012 13:31 Steve Meinders
ANG Narmada FAM Fax 1234567892 ¥ ¥ ¥ 011742012 20:43 Vinod Vallikat
LHD Narmada FAA Fax 9999998 ¥ Y Y 0117/2012 20:43 Vinod Vallikat
EFD Vinod Fax 8000000000 ¥ N ¥ 09/12/2011 19:15 Vinod Vallikat

Recipient Information, Fislds marked * are mandatory.

 Fax® | ¢ Phone- [ © Emair |

To* | Company [ Location® |GRR-Gerald R. Ford Intl =1
HOTAM Status to transmit *

I Active ™ cancelled

save | Reset |

e When populating the NOTAM Distribution list the Administrator has the option to select
“Automatically Notify” for each recipient. This will ensure that each recipient is sent an
email or fax once the NOTAM has been issued or cancelled.

e If the recipient does not want to be automatically notified each time a NOTAM is
submitted or cancelled, uncheck the “Automatically Notify” box when entering the
recipient’s information. The information for all third parties that do not automatically
receive the NOTAMs will be stored in a list and will be available in the NOTAM Details
Pane of each NOTAM.
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Figure 16: NOTAM Distribution: Automatically Notify

Activation In Progress (0)
Cancelled (0)

Cancellation In Progress (0
Draft (2)

Error Activating (1)

Error Cancelling (0)
Expired (0)

Activation Faxed (0)
Cancellation Faxed (0)

In Queue (0)

W New % cancel E3Replace @ Copy W Change Log | I % Refresh
Filters NOTAM Summary ACY-Atlantic City Intl Page 1 of 1
Airports Feature Condition Number StatDale UTC  IWAVENGDSIBUTENN Status
,—;AcyvAuan“c Ciyini =] | Runway ACY RWY 422 BA FAR... 5 1012220122221 102320122221 Draft -
. ACY TWY A BTN RWY 13131 AND APCH END RWY 22 CLSD AIRSHOW ACFT
B Tworct Al (26, 2)] Toxiway b Gy 103020120229 1110120121212 Draft
Aerodrome (1. 0 ) Runway ACY RWY 13/31 CLOSE TIL 1211022119, 11/02/2012 2119
Runway ACY RWY 13/31 CLOSE TIL 1211022119. 101383 110220122119 Adive
Apron(2,0.) Runway ACY RWY 31 REIL OTS. 091048 0912020121732 1100220122359 Active -
Obstruction (4. 0 ) Runway ACY RWY 31 REIL OTS 09/046 09/20/20121732  11/02220122353  Active
Runway (5, 1) Runway ACY RWY 4722 TEST NOTAM1 101382 1030120120151 110320121212 Adiive
Taxiway (2, 1) Obstruction o T WERAZEMACORIONENLER OB SRAIZITL  woms 102120120126 1100520120120 Active
& Status &
Al (27) Obstruction AT IOWER 322 2 ACLI SIEWSW LTS OTR SR WSS T2 TC 16038 1012120120126 110520120120 Active
Acte (24) i A — R e I T =S

NOTAM Status: ACTIVE
1l ¥ Notity

test 12345612

FAA Narmada 1432465796

Domestic: IACY 10/384 ACY RWY 13/31 CLOSE TIL 1211022119

Created by Ming Huang, (Tel: 5717234820; Fax ; Radio: )

NOTAM Details ( Reference ID: 7337359) Free Form =

Previous Next

call. no answer
Fax Recieved
Save

Figure 17:

Archive Report Request

0§} Federal Aviation
8 Administration

S &L User Administration
& approve Users
™ Unlock Users
& NOTAM Distribution

Production

B user Admin Navigator Archive Reports

Archive NOTAM Report, Fields marked * are mandatory to retrieve archived NOTAMs

NOTAM Manager | Feature Manager | User Administration | My Profile | Preferences | Feedback | Help | Logout

Digital - AIM | NOTAM - Manager

Generating Report.. | lClose‘ Brooke Beets | OCT 30 2012 TUE 1552 UTC

Location® [ACY-Atantic City Int
W Active

NOTAM Status® | I Cancelled
W Expirea

Start Date (UTC) |01/01/2012 (Not required for Active NOTAM status)

End Date (UTC) |10/30/2012

P a

™ Aerodrome
™ Apron

™ Obstruction
™ Runway

Keyword*

™ Taxiway
Fleld Condlition I~ FICON Only
Airport User Al b3

GetNOTAM Report

(Not required for Active NOTAM status)

E|

T —— X

Do you want to open or save this file?

= Name: ArchiveNOTAMLstds
_] Type: Microsoft Excel 97-2003 Worksheet
From: notams_aim fas gov

o _|

Save

| [ coce ]

While files from the Intemet can be useful. some files can potertially
ham your computer. If you do not trust the source, do not open or
save this file. What's the risk?

9

| Get Coordination Report I Reset |

NOTE 1: NOTAM Archive Report enables the User to request archived NOTAMs (issued,
cancelled, and expired) for a minimum of 1 day and to a maximum of 13 months. The User
can also request additional reports sorted by NOTAM originator, activation date/time,
expiration time, NOTAM keyword and Field Condition (FICON only). These reports can

be downloaded for immediate utilization, saved, or printed.

NOTE 2: NOTAMs available for archiving will only be those issued, cancelled and expired
since transitioning to DoD NOTAM Manager.

NOTE 3: The NOTAM Coordination Report will also display in an excel spreadsheet
format. It will display any coordination recorded within the “Notify” list.



Figure 18: Archive Report Results

hﬂTAM NcKeyword Start Date UTC End Date UTC __ Issue Date Status NOTAM Text NMOTAM Originato C; led ByC: lled Date C. ion Notes ivation Motes
LACY AN302 ACY RWY 133 CONST AREA ADJ WEF 1Z210181348-
10302 Rt 2012-10-12 1348 2012-10-25 0800 2012-10-18 1348 Exnpired 1210250600 «Jennifer Dady
100283 AD 2012-10-17 2001 2012-10-201212 20121017 2001 Cancelled |ACY 100283 ACY SWC ATIS 1211 CIMSA WEF 121017200141210201212  Vinod Yallikat Marmada Uttla - 2012-10-13 0314 Fieplaced
100303 Rt 2012-10-12 1349 2012-10-26 0B00  2012-10-18 1343 Cancelled |ACY 100303 ACY Riw'y 422 CLSO WEF 1210121343-1210260800 «Jennifer Dady dennifer Dady  2012-10-13 1350 Fieplaced
104304 Rt 2012-10-12 1360 2012-10-26 0800 2012-10-18 1350 Cancelled |ACY 100304 ACY Riw'y 422 CLSO WEF 1210121350-1210260800 «Jennifer Dady dennifer Dady  2012-10-13 1350
testing of whether o nat
IACY 1305 ACY OBST TOWER 175 (124 AGL) 0.6 S5E LGTSOTS) ASR 12633M duplicate
104306 OBST 2012-10-12 452 2012-11-02 1452 20121013 1452 Active [ASR 1263314) WEF 1210131452-121021452 Shaelynn Hales issue
100297 AD 2012-10-12 034 2012-10-201212 20121013 0314 Cancelled |ACY 100237 ACY SWC ATIS 1211 CIMSK WEF 1210180314-1210201212  Marmada Uttla Joseph Reid 201210130848 Hazard no longer exists,
LACY 101233 ACY TWY A FICOM 184 I S|
100293 Tt 2012-10-12 1327 20121018 1327 Cancelled WEF 1210131327 «Jennifer Dady dennifer Dady  2012-10-13 1343
104300 Rt 2012-10-12 1344 2012-10-26 0B00  2012-10-18 1344 Exnpired LACY 101300 ACY Riw'y 4022 CLED WEF 1210121344-1210260800 «Jennifer Dady
LACY 106340 ACY RWY 22 THR DSPLCD 150 MOMNPRECISION
104340 R 2012-10-23 1957 2012-10-26 1200 2012-10-231957  Cancelled MARKINGS WEF 1210231957 1210261200 Caorinne White Corinne White  2012-10-23 2017 Replaced
104336 R 2012-10-23 1312 2012-10-30 00 2012-10-23 1812 Enpired LACY 100335 ACY Ry 13131 CLSDO WEF 1210231312- 1210301400 Caorinne White
LACY 104334 ACY TWY C OPEW EXCAVATION BTM Rwy 13031
100334 T 2012-10-23 1425 2012-10-30 M30 2012-10-23 1425 Ewpired AMND T B BARRICADED WEF 1210231425-12103014 30 Caorinne White
LACY 10336 ACY RWY 1331 CLSD ACFT WINGSFAN GTR THAMN
104336 R 2012-10-23 1330 2012-10-27 0400 2012-10-23 1830 Espired 150 WEF 1210231830-1210270400 Caorinne White
LACY 100341 ACY APRON COMMERCIAL RAMP FICOM PTCHY
THIM FOMDING |
108341 APROM - 2012-10-23 2011 2012-10-24 201 2012-10-23 201 Enpired WEF 1210232011-121024 201 Caorinne White
LACY 100342 ACY TwY ALL Rw'Y LOCATION SIGM UNLGTD 2018
100342 T 2012-10-23 2016 2012-11-10 0500 2012-10-23 2016 Active 0500 TUEITHIRSATISUN WEF 1210232016-1211100500 Carinne White
108301 R 2012-10-12 1245 2012-10-26 0600 2012-10-18 1345 Cancelled !ACY 100301 ACY RwY 4422 CLSD WEF 1210181345-1210260600 «Jenniter Dady RuanForster  2012-10-23 1407
LACY 33T ACY RWY 13431 CLSD ACFT WINGSFAN GTR THAMN
100337 R 2012-10-23 1343 2012-10-26 1200 2012-10-23 1843 Espired 150 WEF 1210231843- 1210261200 Caorinne White
LACY 100338 ACY SYC ARFF |
100338 AD 2012-10-23 1923 2012-10-261929  2012-10-231923  Ewpired MNOW INDEX B WEF 1210231329-1210251323 Caorinne White
LACY 100333 ACY RWY #22 CLS0 ACFT WINGSFAN GTR THAMN
100333 R 2012-10-23 1342 2012-10-26 1220 2012-10-231342  Espired 150 WEF 1210231342- 1210261220 Caorinne White
1ACY 106343 ACY RWY 22 THR DSPLCD 200 MOMPRECISION
104343 R 201240-23 2017 2002-10-261200  2012-10-232017  Ewpired  MARKINGS WEF 1210232017-1210261200 Coorinne White
LAY 14386 ACY RWY 13131 PCL CMSKKEY 108 7 TIMES HIGH!S
04386 R 2012-10-310000  2012-1-010001  2012-10-301636  Active  TIMES MEDV3 TIMES LOW INTST Rebeses Gaft test-rg

e Information provided in Archive reports includes Keyword, Start/End Dates UTC, Status,
Message Traditional (NOTAM message), NOTAM Originator, Last Updated User, Cancelled
by, and Cancellation Date.

Figure 19: My Profile
MOTAM Manager | User Adminis

ration | My Profile Preferences | Feedback | Help | Logout

c. My Profile Tab — Is used to set up the User’s profile which is attached to any actions
that the User performs. (The grayed out boxes can only be changed by the programmers).

Name: Eugene Fisher | User ID: eugene.fisher.1@us.af.mil I IP Address: 132.3.49.68 | Change Password

All fields marked (*) are required

Job Title® MSgt Organization® HQ AFFSA,

First Name~ Eugene Last Name™ Fisher

Rank Email®

Phone Number™ 4057348629 Fax Radio MHz

Street 17 6500 S. MacAruthur Blvd Street 2 Bldg 4. Rm 228

City* Oklahoma City State oK Country* United States A4 ZipCode | 73169
KADW i

Assign Accountability: *

e Used to update the following fields:
o Jobtitle
Organization
First and Last Name
Phone number and Fax Number
Work Address
Add location(s) for NOTAM issuance

O O O O O
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Figure 20: Change Password

Change Passweord

A password must have:
© g Characters or more
) At least one Letter
8 At least one Mumber
) At least one special character (e.g., |@#5%&)
8 Both passwords typed below must match

Mew Password *

Retype Mew Password *

e Under "My Profile" select "Change Password" in either the upper right corner or bottom
left corner of the screen. Follow instructions provided at the bottom of the page, click
Submit.

Figure 21: Preferences

MOTAM Manager | User Administration | My Profile  Preferences Feedback | Help | Logout

d. Preferences Tab — When selected, Preferences Pane will appear.

Preferences

¥ show Map

¥ Show Pagination Limit [50 rows

Display NOTAMs Cancelled or Expired within the past 30 days.
Display the Alerticon when the NOTAM expires within 48 hours.
Set default Location: | PIT-Pittisburgh Intl j

™ Undock Translation window by default

Save Close

e Show Map — Displays an airport diagram and highlights in red, the surface

(aerodrome, runway, taxiway, etc.) that User selects to issue a NOTAM for.

e Show Pagination — Shows number of NOTAMs by rows to be displayed per page if

Pagination is selected.

e Display NOTAMs Cancelled/Expired — User may select the number of days by which

cancelled or expired NOTAMs will be displayed in the NOTAM

e Summary Pane. For example, if the User chooses to view a NOTAM that was

cancelled 10 days ago and the User is not currently viewing any cancelled NOTAMs, the

User can change this setting to a number greater than 10 and the cancelled NOTAM will

then be displayed. Cancelled/Expired NOTAMs may be displayed up to a maximum of

30 days.

e Display the Alert icon when the NOTAM expires — maximum of 48 hours

(See Figure 29).

e Set Default Location — If responsible for issuing NOTAMs on multiple airfields, you
may select which airfield will display when logging into NOTAM Manager.

e Undock Translation Window — When creating a New NOTAM a translator window

14



displays on the right hand side. If this box is unchecked the translator window can be
moved around the page.

NOTE: To avoid degradation of the system, set Preferences to Show Pagination Limit
25-30 NOTAMSs per page

Figure 21: Feedback

MOTAM Manager | User Administration | My Profile | Preferences Feedback | Help | Logout

e. Feedback — Suggestions or concerns about the NOTAM Manager application can be
submitted to the programming/development and deployment/training team. The feedback is
reviewed and a response is forwarded to the user via telephone or email.

Feedback

All fields marked (*) are required.

Feedback?
E
Close ‘ Submit ‘

Figure 22: Help

MOTAM Manager | User Administration | My Profile | Preferences | Feedback | Help Logout

f. Help Tab — When selected, this Online User’s Manual will be displayed.

Figure 23: Logout

MOTAM Manager | User Administration | My Profile | Preferences | Feedback | Help  Logout

g. Logout Tab — Select Logout of the Application after the User’s work has been
completed. This should be done each time the User leaves assigned work area to ensure that
no one else enters a NOTAM using their Profile. After 15 minutes of idle time, the system
will automatically log off. Before logging the User off, the system will generate a 60 second
warning. To extend the session, select “Extend Session”, or select “Logout” to end the
session.

Inactive for 15 minutes

Your session will expire and you will be automatically logged out in 55 seconds.

e Logout Extend Session

15



CHAPTER 4
ACTION TOOLBAR

Figure 24: Action Toolbar

o I |

1. Action Toolbar

e The Action Toolbar is located above the NOTAM Summary and Airport Pane(s).
The tabs are horizontally placed across the pane and their background is a dark blue.

e The action tabs are presented in four groups that are separated by a pipe (|). The
groupings are based on the status of the NOTAM to which the action tab applies (i.e.
published or draft NOTAMS).

e The New action tab can be used to create a new NOTAM. The New tab is located on

the far left side of the Action Toolbar. To begin creating a new NOTAM, click the New
tab. The resulting pop-up window, called the Options Screen, contains three columns and
displays the Airport Layout below the three columns (Show Map: previously checked in
Preferences).

Figure 25: Options Screen

*‘New |

Scenarno Selector
= Keyword-All(1, 0 } Runway- Select a Designator

Aerodrome (0, 0 ) ‘|1U1QR [ < | .l | < |
Apron (0, 0 ) RWY 01L/19R Eraking Action -
Obstruction (1, 0 ) RWY 01L Closure j
| Runway (0, 0 )] RWY 19R Construction Status

RWY 01R/19L Field Condition
Taxiway (0, 0 ) RWY 01R | Ground Lighting Status =

Create NOTAM |
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e The three columns allow selection of the Keyword (left side), Designator (center),
and Scenario (right side) of the NOTAM the User is creating.

e Once the User has selected a Keyword, Designator, and Scenario, User selects Create
NOTAM. This will open the NOTAM Editor Pane. Populate the necessary NOTAM
information in the fields provided. The window on the right (translation window) will
display the NOTAM the User is creating as the information is entered. The translation
window allows the User to display the NOTAM in three formats: Domestic (FAA
legacy), ICAOQ, and Plain Language. The current selected format is highlighted in blue.

Figure 26: NOTAM Editor Pane

N Federal Aviation
J Administration

NOTAM Manager | My Profile | Preferences | Feedback | Help | Logout

Test System Digital - AIM| NOTAM - Manager
Eugene Fisher | JUN 6 2014 FRI 1721 UTC

@ et | Moetete B Erorcheck B save B change L

Feature Condition Number Start Date UTC W End Date TG Status

Work In Progress

NOTAM Condition (Fields Marked * are required)

Waning Area Location (Optional) (Fields Marked * are required)

Active (65) 5
Activation In Progress (0)
~Select Value- v

Cancelled (25)
Direction:

Cancellation In Progeess (0)
Drat (7)

Emor Activating (3)

Eor Canceling (0)

Position:

Expired (33) Waming Description:
Activation Faxed (0)

Cancellation Faxed (0)

In Queue (0) | Free Text:

Period of Validity
Start Date (UTC) End Date (UTC)*
—_ Start Upon Activation
06/06/2014 1800 06/0612014 2359 Reset

__| Check here if the NOTAM is relevant only during specified times within the overall effective period

NOTE 1: The fields provided in the NOTAM Editor Pane will vary based on the
scenario selected. Scenario allows the User to create a NOTAM more efficiently by
limiting the data entry fields to only those relevant to that particular NOTAM event.

NOTE 2: When a keyword in the options screen is selected, NOTAM Manager
automatically populates with specific features associated with the selected keyword.

2. The Cancel, Replace, and Copy tabs apply only to published (Active, Expired, or
Cancelled) NOTAMs.

a. The Cancel action tab is used to cancel an existing active NOTAM. To cancel an
active NOTAM, select the appropriate active NOTAM in the NOTAM summary
and select Cancel. The resulting pop-up Confirmation Pane asks the User to
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confirm the cancellation and as an option, to enter a reason. To proceed with the
cancellation of the selected NOTAM, click the Proceed with CANCEL tab. To
discontinue the cancellation, click the Ignore tab.

NOTE: If NOTAM is in “Activation in Progress” status, it cannot be cancelled.

b. The Replace action tab is used to replace an existing NOTAM by canceling a
NOTAM and creating a new one in its place with a new NOTAM number, all in

one step. The Replace tab is used to replace only active NOTAMSs. To replace a
NOTAM, select an active NOTAM in the NOTAM Summary. Click the Replace
tab. The resulting pop-up Confirmation Pane allows the User to continue with the
replacement or return to the NOTAM Summary. To replace the NOTAM, click the
Proceed with REPLACE tab. To return to the NOTAM Summary without replacing
the NOTAM, click the Ignore tab.

c. The Copy action tab is used to create a new NOTAM from an active, cancelled
or, expired NOTAM. To copy a NOTAM, select the NOTAM in the NOTAM
Summary and click the Copy tab. This creates a copy of the NOTAM that can be
modified, discarded, saved, checked for errors, or submitted to the USNS. To return
to the NOTAM Summary without action, click the red X in the upper right hand
corner.

3. The Edit, Delete, Error Check, Save and Submit tabs.

a. The Edit action tab is used to edit a draft NOTAM. To edit a draft NOTAM,
select the NOTAM from the NOTAM Summary, click Edit and make the desired
changes.

b. The Delete action tab can only be used to delete a draft NOTAM. To delete a
NOTAM draft, select the draft in the NOTAM Summary and click the Edit tab.
Select Delete and a confirmation window will appear. Select Delete to continue or
cancel to allow for additional edits.

c. The Error Check tab reviews the draft or New NOTAM for errors against
established business rules. For example, the Error Check function not only checks
the start and end time, but all required pieces of the NOTAM — most importantly
status. A NOTAM is automatically sent through error check before submitting to
the USNS. To check a draft for errors, first open the draft then click the Edit tab.
Once the NOTAM Editor window opens, click the Error Check tab. If the draft is
free of errors in logic, a Confirmation Pane will pop-up saying, “No Errors found!”
To return to the NOTAM Editor, click the Close tab. The NOTAM remains draft
until “Submit” is selected.

NOTE: NOTAM will not be accepted into the US NOTAM system until errors are
corrected.
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d. The Save tab works for new NOTAMs that are in the process of being built.
Once Save is selected the NOTAM will be saved as a Draft.

e. Change Log allows the user to view all actions that have taken place concerning a
particular NOTAM. By selecting a NOTAM in the Summary Pane and clicking the
Change Log tab, an information box will display changes including date, time,

what activity took place and who initiated the action and any comments created for
that NOTAM. The View Change Log tab can be utilized to view changes for all
NOTAMs.

f.  Submit action tab is used to submit NOTAMSs to the USNS for activation. The
tab is available and works when the NOTAM Editor is open. The Submit tab also
performs the same error checking as the Error Check tab before allowing for
submission of the NOTAM. A Confirmation window allows the User to continue
with submission and activation or to return to the NOTAM Editor. To return to the
NOTAM Editor, click the No tab. To continue with submission and activation click
the Yes tab. A second Confirmation pop-up will appear with the resulting NOTAM
and contact information for the NOTAM Issuer.

g. Page displays the number of pages of NOTAMS that are available. When there is
more than one page of NOTAMs, arrow heads are used to page forward or back.

h. Refresh action tab refreshes a NOTAM Summary Pane.
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CHAPTERS
AIRPORT PANE
1. Airport Pane
e The Airport Pane is located on the left side of the NOTAM Manager window.

Figure 27: Airport Pane

WOTAV Bhanagee | Swperi § Wy e | awferencos § Feadback | |
Cigts - A | NOTAM
sgees Fisker | 17 2014 11

2. The Airport Pane allows the User to choose the selected airport and sort NOTAMs
in the NOTAM Summary Pane.

e The only airports that are provided as choices are those for which the User has

official NOTAM Issuer responsibilities. The Airport Pane can also be used to filter the
NOTAMs in the NOTAM Summary by keyword. If a particular Keyword is selected, the
NOTAM Summary Pane will display only those NOTAMs with that particular Keyword
(i.e. Runway NOTAMs), making it easier to find a specific NOTAM. The user can also
sort the NOTAMSs by Status (i.e. Active or Cancelled).

3. Contents
e Each Keyword is followed by two numbers separated by a “/”. The number to the left
of the “/” (forward-slash) is the number of active NOTAMSs for that keyword at the
selected airport. The bold number on right of the *“/” (forward-slash) is the number of
draft NOTAMs for that keyword at the selected airport.

4. Using Airport Pane

e Users with NOTAM Issuer rights to multiple airports may change the airport for
which NOTAMs are displayed by selecting the desired airport from the drop down list.
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e To hide the Airport Pane, click the bars on the divider between the Airport Pane and
the NOTAM Summary in the middle of the page (Ill). This will collapse the Airport Pane
on the left side of the screen. To unhide the Airport Pane, click the bars on the left again.

e The Airport Pane is expanded by default to show all available keywords for the
selected airport. To decrease detail on the Airport Pane (i.e., hide all the keywords), click
on the “minus” sign next to the word Keyword or Status. To show the keywords again,
click the “plus” sign next to the word Keyword or Status.

5. NOTAM Status Tool

(The Status of a NOTAM will be displayed in both the Airport Pane and the NOTAM
Summary Pane)

e The Status column indicates the current state of a NOTAM and its relationship to the
USNS. The list below describes possible entries in the Status column. This feature gives
the User greater flexibility in filtering NOTAMs.

®)
@)
®)

“ALL” indicates the total number of NOTAMs.

“Active” status indicates a NOTAM is currently in effect in the USNS.
“Activation in Progress” status indicates a NOTAM is in the queue to be activated
by USNS.

This will occur only for Free Form NOTAMs.

“Cancelled” status indicates a NOTAM has been manually de-activated or
removed from the USNS prior to its end time by a NOTAM Issuer.

“Cancellation in Progress” status indicates a NOTAM is in the queue to be
cancelled by the FSS. This will occur only for Free Form NOTAMs.

“Draft” status indicates a NOTAM has been created but has not yet been
submitted to the USNS for activation.

“Error Activating” status indicates there was an error generated by the USNS or
FSS when the NOTAM was submitted. The User must correct the error and
submit the NOTAM again.

“Error Cancelling” status indicates there was an error generated by the USNS or
FSS when the NOTAM was cancelled. The User must cancel the NOTAM again.
“Expired” status indicates a NOTAM that was active until its end time, at which
time the NOTAM was automatically deactivated both by the NOTAM Manager
Application and by the USNS.

“In Queue” status indicates NOTAM has been submitted with a start time beyond
72 hours, and the NOTAM has been put in Queue, requiring manual submission
when start time is within 72 hours.
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CHAPTER 6

NOTAM SUMMARY PANE

1. Purpose

The NOTAM Summary serves two functions:

o Asamanaging tool, it provides a status of Active, Draft, Cancelled, and Expired
NOTAMSs on which the User can take action.

o Asa navigation tool, allowing the User to open a NOTAM to view details, or to

find a NOTAM by using the sorting function.

Figure 28: NOTAM Summary Pane

I NOTAM Summary

Rows: &)

Page:

1

GoPage 1of3 > Last

Feature Condition Number Start Date UTC VA End Date UTC i Status
Taxiway TWY A2 CONST AREA M312714 06/23/2014 1611 07/18/2014 2335 Active
Aerodrome AERCDROME BEACON UNSERVICEABLE M0233/14 06/23/2014 1748 07/08/2014 1748 Active
Agrodrome NAVAID ADW DME DECOMMISSIONED M3152/14 06/25/2014 1836 071052014 2321 Active
Agrodrome [US DOD PROCEDURAL NOTAM) IFR TAKE-OFF MINIMUMS AND (OBSTACLE) DEPART V0059/14 06/25/2014 1622 0710512014 2234 Active
Apron 113 RAMP OPEN EXCAVATION NORTHEAST EDGE BARRICADED M3160/14 06/26/2014 1915 07/05/2014 1950 Active
Aerodrome AERCDROME BEACON UNSERVICEABLE 06/230 06/20/2014 1914 07/05/2014 1914 Active
Agrodrome AERODROME BEACON UNSERVICEABLE 06/229 06/20/2014 1912 077052014 1912 Active
Agrodrome AERODROME BEACON OBSCURED NORTHEAST SIDE 06/227 06/20/2014 1903 0770512014 1903 Active
Aerodrome COMMAND POST 250.01 COMMISSIONED M314314 06/26/2014 1752 071052014 1515 Active
Apron 113 RAMP WORK IN PROGRESS CONTROLLED BURN/HEAVY SMOKE ADJACENT EAST E M3164/14 06/25/2014 1939 0710512014 1515 Active
Agrodrome HAZARDOUS INFLIGHT WWEATHER ADVISORY SERVICE UNRELIABLE M3147/14 06/25/2014 1604 07/05/2014 1415 Active
Agrodrome AERCDROME RAINY M3157/14 06/25/2014 1851 (0770512014 1254 Active
Agrodrome AERCDROME FRICTION MEASURING EQUIPMENT UNSERVICEABLE M3146/14 06/25/2014 1802 0710512014 1234 Active
Agrodrome AUTOMATED WEATHER BROADCAST SYSTEM TEMPERATURE 123.24 COMMISSIONED M3136/14 06/25/2014 1635 07/0512014 1230 Active
Agrodrome AERODROME OFFICIAL BUSINESS ONLY RRR M315314 06/25/2014 1837 0710572014 1221 Active
Agrodrome AERODROME OPEN EXCAVATION NORTHEAST SIDE M314214 06/25/2014 1750 0770812014 1218 Active
Aerodrome AUTOMATED SURFACE OBSERVING SYSTEM 100.25 VICE 250.25 M3134/14 06/26/2014 1633 071052014 1216 Active
Agrodrome [US DOD PROCEDURAL NOTAM) STANDARD INSTRUMENT ARRIVAL (STAR) COMPLETE V0060/14 06/25/2014 1849 07/0512014 1215 Active
Agrodrome AERODROME BEACON GREEN OBSCURED NORTH SIDE M3136/14 06/25/2014 1638 071052014 1215 Active
Aerodrome BASE OPS OPERATING HOURS NOW M313214 06/26/2014 1631 07/05/72014 1215 Active
Aerodrome SURFACE MOVEMENT RADAR/SECONDARY SURVEILLANCE RADAR UNSERVICEABLE M3150/14 06/26/2014 1821 0710572014 1215 Active
2. Content

The NOTAM Summary lists the active, draft, cancelled, and expired NOTAM data
for the selected airport in six columns. NOTAMSs can be sorted by any one of the

columns.

3. Column Headers

The column headers at the top of the NOTAM Summary are labels that explain the

information in that column. The six columns are:

o Feature
Condition
Number

Start Date UTC
End Date UTC
Status

O O O O O
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The Feature column contains the keyword associated with the NOTAM, and is based
on the keywords as defined in FAA Order 7930.2. There are six possible entries:

o Aerodrome

Apron

Obstruction

Runway

Taxiway

o O O O

NOTE: Apron and Ramp are combined in NOTAM Manager, although they are
listed as separate keywords in FAA policy. “Service” keyword NOTAMSs can be
found under the Aerodrome keyword.

The Condition column contains the NOTAM text in domestic format.

The Number column contains the NOTAM Number after being assigned by the

USNS.

This symbol may appear following the NOTAM number indicating the NOTAM

has been edited by a Third Party (Free Form NOTAMs Only - See Figure 29).

The Start Date UTC column contains the effective date/time of the NOTAM (when

it begins), and is listed in UTC time. This field may be blank for draft NOTAMs.

The End Date UTC column contains the expiration date/time of the NOTAM and is

listed in UTC. This field may be blank for draft NOTAMs.

The Status Column (utilized by both the NOTAM Summary and the Airports Pane),

indicates the current state of a NOTAM in the Summary and its relationship to the

USNS.

o Active NOTAMs are displayed in normal text.

o Draft NOTAMs are displayed in bold type.

o Cancelled NOTAMs are displayed with a horizontal line through the text.

o Expired NOTAMs are displayed in light gray text with a horizontal line through

the text.

Free Form NOTAMSs will have “Activation in Progress”, “Activation Faxed”,

“Cancellation in Progress”, or “Cancellation Faxed when there is intervention by

the FSS.

o NOTAMs that will expire within 2-48 hours are displayed with a blue circle with
an exclamation point in it:

o O
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Figure 29: NOTAM Expire Alert Icon

NOTAM Summary

ACY-Atlantic City Intl

Page 1 of 3 ==

Feature
Runway
APFoR
Runway
Aerodrome
Taxiway
Aerodrome
Aerodrome
Aerodrome
Aerodrome
Runway
Runway
Runway
Faxivay
Runway
Runrway
Runway
Runway
Runrwsay
Runway
Runway
Rumway
Rumway

Qbstruction
Obstruction
Runway

Condition

Number

ACY RWY 13/31 CLSD 101388
46495
ACY RWY 13/31 CLSD 111067
ACY AD ABN INTMT... -
ACY TWY A CLSD... -
ACY AD ABN INTMT. 11/099
ACY AD ABN INTMT. 11/098
ACY AD ABN INTMT. 11/097
ACY AD ABN INTMT. 11/096
ACY RWY 4/22 CLSD REPLACING 11/085 (7482503) 11/095
ACY RWY 13/31 CLSD REPLACING 11/083 (7492395) 11/094
ACY RWY 4/22 BAFAIR... 11/091
ACY RWY 13/31 CONST AREA ADJ 11/089
ACY NAV ILS RWY 22 OTS 11/087
ACY RWY 4 REIL OTS 11/086
ACE RV 22 CESE— 44885
ACY RWY 4 REIL OTS 11/084
ACY RWY 13/31 CLSD 11/075
ACE RV HIE CESE— ++882
ACERYWAIAHCESE— 44883
ACY OBST TOWER 175 (124 AGL) 0.6 SSE LGTS OTS (ASR 1253314)... 11/080
ACY OBST TOWER 175 (124 AGL) 0.6 SSE LGTS OTS (ASR 1253314) 11/073
ACY RWY 13/31 CLSD 11/076

11/114/2012 1230
11/111/2012 1648
11/08/2012 1644
11/08/2012 1627
11/08/2012 1620
11/08/2012 1550
11/08/2012 0252
11/08/2012 0251
1140712012 2235

End Date UTC

11/29i2012 1230
11/15i2012 1200
11/23/2012 1644
1112312012 1627
11/23/2012 1620
11/23/2012 1550
1110i2012 1250
11/10/2012 1250
11/08i2012 2235

Status
Active
Cancetted
Active
In Queue
In Queue &
Active
Active
Active
Active
Active @
active @
ctive @

11/07/2012 2228

1120020121213

Active

1140712012 2200
11/07/2012 2148
HHEF2E2 2
11/07/2012 2138
11/07/2012 1250
HHEF2E12-8301
HHEF2E128258

11/06/2012 1934
11/06/2012 1934
11/06/2012 1230

11102012 1250
HHI28424256
11/28i2012 1250
11172012 1230
HHH2842-4256

11/08i2012 1934
11/08i2012 1934

Active @
Active
Caneetted
Active
Active
Cancetted
Cancetted

active @
active @
Active

=

1. Access the Preferences tab at the top right corner of NOTAM Manager.

2. Inthe new “Display the Alert icon when the NOTAM expires within hours
set the timeframe in which you want the alerts to display.

3. Select Save.

. In Queue © will appear indicating NOTAM start time is within 72 hours and the
NOTAM can be manually activated.

This formatting helps the User analyze the overall status of NOTAM s at a glance. Also,
alternating NOTAM entries are highlighted in blue to help guide the User across a single
NOTAM line.

NOTE: Itis possible to have blank fields in the NOTAM Summary. Blank fields are

most likely to be found in draft NOTAMs as drafts are not required to have start or
end dates. Also, a NOTAM that has not been activated will not have a NOTAM

Number. An active NOTAM will have an entry in each field.
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CHAPTER 7
HOW TO USE NOTAM SUMMARY PANE
1. Sorting to find NOTAMs in NOTAM Summary Pane

e To sort the list of NOTAMs in the NOTAM Summary Pane, click on the column
header and the application will sort by that column. The selected column header will turn
blue and display an arrow indicating the direction the NOTAMs are sorted.

2. Opening the NOTAM Details Pane

e Todisplay a specific NOTAM on the NOTAM Details Pane, select the NOTAM of
interest from the NOTAM Summary Pane.

e Selecting the NOTAM will display additional details about the NOTAM based on
that NOTAM’s Status. Selecting an Active, Cancelled, or Expired NOTAM will open
the NOTAM Details Pane. Selecting a draft NOTAM opens the NOTAM Editor Pane.

3. NOTAM Details Pane
Figure 30: NOTAM Details Pane

NOTAM Details ( Reference 1D: 10218702) Work In Progress E %

NOTAM Status: ACTIVE Previous Next
Q
Domestic: |KADW M3128/14 ADW APRON HOT CARGO PAD WORK IN PROGRESS SFC PAINTING LGTD AND BARRICADED 1406241306-1407012359

ICAQ Format Plain Text

Issuing Airport:  (ADW) Joint Base Andrews
M3126/14 NOTAMN NOTAM Number: M3128/14
Q) ZDC/QMNHWAV/BO/AI000/999/3848N0T652W005
A)KADW
B) 1406241306 Beginning: Tuesday, June 24, 2014 1306 (UTC)

C) 1407012359 Ending: Tuesday, July 1, 2014 2359 (UTC)

Effective Time Frame

E) HOT CARGQ PAD WORK IN PROGRESS SFC PAINTING LGTD AND BARRICADED Affected Areas
Apron: HOT CARGO PAD
Warning: Wark In Progress - Surface Painting

Warning Barrier: Lighted and Barricaded

Created by Eugene Fisher, (Tel: 4057348629; Fax: ; Radio: )

e The NOTAM Details Pane allows the User to view and print details of an Active,
Cancelled, or Expired NOTAM.

NOTE: The NOTAM Details Pane will not display for Draft NOTAMs.
5. Contents

e The NOTAM Details Pane shows the status of the NOTAM (i.e. Active, Cancelled,
or Expired), as well as the text of the NOTAM in three different formats. These formats
are:

o Domestic (FAA legacy) at the top of the NOTAM Details Pane.

o ICAOQO on the lower left side of the pane.

o Plain Language on the lower right side of the pane.
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e The bottom of the NOTAM Details Pane displays the name and contact information
of the person who created the NOTAM.

e The NOTAM Details Pane can be resized using the dot in the pane separator between
the Details Pane and the NOTAM Summary. Click the dot to grab it, and drag to resize
the pane. To close the NOTAM Details Pane click the “X” at the top right of the pane.

6. NOTAM Editor Pane

e The NOTAM Editor Pane opens when a New NOTAM is being created. It will also
open below the NOTAM Summary Pane when a draft NOTAM is selected.

Figure 30: NOTAM Editor Pane

[= NOTAM Editor (Reference ID: 10218702) - Scenario: Work In Progress Lat LongLookup [ 3% &

Pror Pemission EreEs
o ) Domestic  [WE00  Plain Text =
NOTAM Condition (Fields Marked * are required)
000K NOTAMR
= I:ﬂ Q) ZDCIQMNHWAVIBOIAID00/939/3848N07652W005

A} KADW
B) 1406261407
Warning Area Location (Optional) (Fields Marked * are required) C) 1407012359
E) HOT CARGO PAD WORK IN PROGRESS SFC PAINTING LGTD AND BARRICADED

Period of Validity

Start Date (UTC) End Date (UTCY'

Start Upon Activation

07/01/2014 2359 Reset

[] Check here if the NOTAM is relevant only during specified times within the overall effective period

7. Purpose

e The NOTAM Editor Pane is used to populate NOTAM information when creating a
New NOTAM and for editing draft NOTAMs. When clicking a Draft NOTAM in the
NOTAM Summary, a “read only” version of the NOTAM Editor Pane will open. In
order to make changes to the “read only” version of the Draft NOTAM, the User must
first click the Edit tab to enable editing.

8. Using the NOTAM Editor Pane

e The NOTAM Editor Pane contains data entry fields organized by tabs at the top
where the User can enter new information (New NOTAM) or edit existing NOTAM
information (Draft NOTAM). On the right side of the screen the NOTAM is displayed in
Domestic (FAA Legacy), ICAO, or Plain Language format as it is being built. The
current display format is highlighted in blue.
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e The NOTAM Editor Pane can be resized using the dot in the divider between the
translation window and the NOTAM Summary. Click the dot to grab it, and drag to
resize the pane. To close the NOTAM Editor Pane click the “X” at the top right of the
pane.
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CHAPTER 8
CREATING ANEW NOTAM

New NOTAMs are created when there is NOTAM information that needs to be published
that does not already exist in the NOTAM System. New NOTAMs are built using drop
down menus. However, if the NOTAM cannot be entered using the existing drop down
menu choices, the NOTAM information can be submitted using the Free Form template. (See
Chapter 10)

1. Creating a New NOTAM

e To create anew NOTAM:
a. Click the New Action tab
Figure 31: New Action Tab

b. When the New action tab is clicked, the Options screen will appear. If the User

has selected the Show Map feature in preferences, a map of the airport will be

displayed. Users will be required to retype their ICAO into the center column to
access their airfield data.

Figure 32: Options Screen

ﬁ New | "‘ Cancel E3 Replace !! Copy
Scenario Selector
= Keyword-All (1, 0 ) Runway- Select a Designator Select Scenario
Aerodrome (0, 0 ) ‘l‘ILf‘IQR [ — | 1 [ — |

Apron (0, 0 )

RWY 01L/19R
Obstruction (1, 0 )

RWY 0L
RWY 19R
RWY 01R/18L
RWY 01R

Braking Action -
Closure 3

Construction Status
Field Condition
Ground Lighting Status 4|

| Runway (0, 0 ) |
Taxiway (0, 0 )

1 Create NOTAM

San Brunao =¥
=

I GE|RY UBS
o
\FW'

18]
afd
»

B3

cﬁﬁ (=)

Step 1: Select Keyword
Step 2: Select Designator
Step 3: Select Scenario
Step 4: Click Create NOTAM
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c. The Keyword Menu will appear. The possible selections are: Aerodrome;
Apron/Ramp; Obstruction; Runway; and Taxiway

d. Select a Keyword from the list. The User’s selection is highlighted in blue.

e. Select a specific Feature from the “Select a Designator” dropdown box. The
User’s selection will be highlighted in red on the map.

f. Select a scenario from the “Select Scenario” dropdown box. The User’s selection
will be highlighted in blue.

g. Click Create NOTAM. The Editor Pane will appear on the screen.
2. Editor Pane

e The Editor Pane provides only the data fields necessary for the User to complete the
NOTAM based on the scenario selected. This filtering happens automatically in the

background.

o First, along the top, the User will see a drop down menu that shows the Scenario
selected.

o Second, the User will see a bar with three tabs: Properties, Prior Permission and
Comments.

Figure 33: Editor Pane

NOTAM Editor - Scenario: |[Sel gl e IS I I - bidl |
Properties | Prior Permission Comments I
HOTAM Condition (Fields Marked * are required) | Domestic | ICAD Plain Teoxt
FXE }XDOOK FXE TWY A

waming [Seleetvame— | v

Select Taxiway Elements (Optional) (Fields Marked * are required)
Between ~Select Value- E3 and [-select value-- B2

Warning Area Location (Optional) (Fields Marked * are required)
rT‘«:’j(aI:ear;t.tu —SelectValue-— E
orecton:  [elecivae— [~
Postion: [-Selectvale~ [ ]

Warning — ©
Description: =l

Protective Barrier (Fields Marked * are required)
Wi
oo |--Se|ectVaIue-- v

Barrier:

Period of Validity

Start Date (UTC) End Date (UTC)

™ Start Upon Activation

[MMrddiyyyy  [ahmm [MM/ddiyyyy [nhmm  Check Local Time

I~ Check here ifthe NOTAM is relevant only during specified times within the overall effective period

a. Properties Tab
The dropdown menus change based on the NOTAM being developed. Drop downs may
include restrictions, exceptions, construction status, warning barriers, etc.
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e Period of Validity: This information must be filled out. All NOTAMS require an

end date and time (with the exception of Surface Condition/FICONNOTAMSs). Time
must be entered as UTC.

Figure 34: Period of Validity

Period of Validity

Start Date [UTC) End Date (UTC)*
Start Upon Activation PERM
08/07/2013 1200 09/13/2013 2000 esT Reset Check Local Time

V| Check here if the NOTAM is relevant only during specified times within the overall effective period
Time Schedule
Period of Validity: ( 6 day(s) & 7 hour{s) 59 min(s) } 09/07/2013 Saturday 1200 to 09/13/2013 Friday 2000
Day Start Time End Time

Daily [=]| 1200 A | 2000 v IS || Reset
Day Start Time End Time Delete
Daily 1200 2000 i

e Check Local Time allows the user to compare the UTC time that has been entered to
the local time.

e |faNOTAM is active only during a specified time frame check the corresponding
box below the date and time boxes. The start and end times will automatically populate.

o The options under Day are:

=  Weekdays
= Weekends
= Daily

= Monday, Tuesday, Wednesday, Thursday, Friday, Saturday, and Sunday.

o Selecting options Weekdays, Weekends, and Daily do not require/allow the User
to select an end day. The other options Monday, Tuesday, Wednesday, Thursday,
Friday, Saturday, and Sunday require selection of an end day. The end day is often
the same as the start day: example: MON 9-5, WED 9-5, FRI 9-5.

NOTE- CAUTION: The schedules of intermittent NOTAMs MUST fall within the
activation time frame of the NOTAM, otherwise the NOTAM is never considered
“active.” i.e. if the User activates a NOTAM on Saturday 4/17 at 12:00 and end on
Sunday 4/18 at 11:00 but the intermittent schedule goes from Monday thru Thursday
08:00 to 17:00 the NOTAM will be activated but never become an effective NOTAM
because the Active NOTAM will cancel prior to Monday.

b. Prior Permission Tab

The prior permission tab is for situations where an airfield may be closed, unless the
pilot receives prior permission. An example of this is an air show. These events
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often close runways and have special procedures for landing based on prior
permissions. This tab is the same no matter what scenario the User has chosen.

Figure 35: Prior Permission Tab

B NoTAM Editor - Scenario: [STT ) "X

Properties Comments

Exception ICAO Plain Text |

WACY XXX ACY RIVY 4/22 CLSD TO LDG EXC :PPR_HOU RHR

V! Prior Permission s required befors g

Hour: 1 B Minute: 0 B

Contact !

() Radio © Phone 8541253647 (10 digits EX:B001234557)

c. Comments Tab

The Comments Tab may be used for internal purposes at the discretion of the User.
This information is not disseminated with the NOTAM and thus is only viewed by
those using NOTAM Manager. Comments can be viewed in the Change Log and the
NOTAM Archive Report.

Figure 36: Comments Tab

[l NOTAM Editor - Scenario: [RRyETaIS ICHE

Properties  Prior Permissiol] | Comments

This information will not be part of the NOTAM and will be available for ATC and Airline dispatch view only. ICAO Plain Text A

HN/BJ DEN XXIOCK DEN TW A2 CONST AREA BTN TWY A AND TWY

5C 1308091651-1308100200

3. NOTAM Submission and Confirmation

e When the Submit tab is selected on the Action Toolbar, a confirmation message is
received confirming that activation is intended. The message box contains the NOTAM
and the User’s contact information. By selecting “Yes” a confirmation message that the
NOTAM was submitted appears.

31



Figure 37: Submit NOTAM

Figure 38: Confirmation Message

Confirmation

Do you want to Activate the NOTAM?

IDEN XX/XXX DEN TWY A2 CONST AREA BTN TWY A AND TWY SC 1309091651-

1309100200
Accountability: DEN
Edited by: Brooke Beets
Job Title: Training Specialist
@ Contact: 8163292537(Phone)
Comments (optional)
HN/BJ

When the NOTAM is issued and receives a NOTAM number, a Confirmation Message Box

appears.

Figure 39: Submission Notice

Confirmation

A) KADW

C) 1407010001

@

M3216/14 NOTAMR
Q) ZDC/QMNHVWIVIBO/AID00/999/3848N0TE52WW005

B) 1406261922

NOTAM M3128/14 is cancelled.

m

E) HOT CARGO PAD WORK IN PROGRESS SFC PAINTING LGTD AND BARRICADED L

NOTAM Submission successfull

I/""\I
'\o/ Note: Automatic NOTAM Distribution is turned on

| »

Figure 40: Format of final NOTAM

NOTAM Details ( Reference 1D: 10218959) Work In Progress

NOTAM Status: ACTIVE

@ iy

Domestic: !KADVW M3216/14 ADW APRON HOT CARGO PAD WORK IN PROGRESS SFC PAINTING LGTD AND BARRICADED 1406261922-1407010001

ICAD Format

MI21614 HOTAMR M3128/14

0) ZDCIOMNHWIV/BO/A00S83B4BOTEEZN005
) KADW

B} 1406261322

©) 1407010001

E) HOT CARGO PAD WORK IN PROGRESS SFC PAINTING LGTD AND BARRICADED

Created by Eugene Fisher, (Tel: 4057348629; Fax: ; Radio: )

Plain Text

Issuing Airport:  (ADW) Joint Base Andraws
NOTAM Humber: M3216/14
Effective Time Frame

Beginning: Thursday, June 26. 2014 1322 (UTC)
Ending: Tuesday, July 1, 2014 0001 (UTC)
Affected Areas

Apron: HOT CARGO PAD

Warning: Work In Pragress - Surface Painting
Warning Barrier: Lighted and Bamicaded

B

Previous e

The NOTAM shows up highlighted on the NOTAM Summary Pane and the
NOTAM Details Pane opens displaying the NOTAM with the assigned USNS number.
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NOTE: NOTAMs Submitted beyond 72 hours will be placed “In Queue”
Figure 41: Error message generated

Figure 42: In Queue Confirmation Box

Confirmation

Por Policy this NOTAM cannot be published as the begin time s beyond 72 hours.

This can be put in Queue, requiring MANUAL submission later

XXUXXX NOTAMR
Q) ZDCIQMNHWIIV/BO/AIO00/999/3848N07652W005

) KADW

B) 1406300001
©) 1407010001

Please note NOTAM M3216/14 will be cancelled.

Figure 43: Manually submit NOTAM

Confirmation

Please note NOTAM M3216/14 will be cancelled.

Per Policy this NOTAM cannot be published as the begin time is beyond 72 hours.
This can be put in Queue, requiring MANUAL submission later

< n

XXUXXX NOTAMR
Q) zpcial /B!
A) KADW

B) 1406300001

€} 1407010001

Comments (optional)

Yes

Confirmation

NOTAM M3216/14 is cancelled.

XXX NOTAMR
Q) ZDCAQMNHWIVBO/AN00/SIIIBNOTESZWO0S
A) KADW

B) 1406300001
0 €) 1407010001
E) HOT CARGO PAD WORK IN PROGRESS SFC PAINTING LGTD AND BARRICADED

Please MAHUALLY submit this HOTAM when begin time is within T2 hours

m

NOTE: The NOTAM is placed in “In Queue” and will have to be manually submitted later.

Figure 44: NOTAM start time now within 72 hours, ready for manual submission

Enotan Summary Rows: 50 Page: 1  GoPage 10f1
Feature | Condition | Number | Start Date UTC g Status
Agren Logge 1t 08/28/20141300 052820144345 Expusd
Apion 143 RAMP CONST AREA M4 06/20/2044 450 05/26/2044 1122 Expirad
Apron 113 RAMP CENTERLINE MARKINGS LGT OBSCURED TEST M3105/14 06/18/2014 1636 06/30/2014 1230 Active
Apron 113 RAMP CENTERLINE MARKINGS LGT OBSCURED TEST M2988/14. 06/04/2014 2057 06/30/2014 1230 Active
Apron HOT CARGO PAD WORK IN PROGRESS SFC PAINTING L GTD AND BARRICADED M3216/14 06/26/2014 1922 07/01/2014 0001 Active
SIS B =

Hat2s 08/21/2014 1305 07/01.2014 2383 Lancalad I

T TerZEZ0T 20T TIOZ0T 0TS e
Apron 113 RAMP WORK IN PROGRESS CONST DFAD BARRICADED M3169/14 06/25/2014 2014 07/05/2014 1211 Active
Apron ALL RAMPS CLSD TO AIRSHOW ACFT/AIR TAXIACFT WINGSPAN MORE THAN 20FT M3172/14 06/25/2014 2017 07/05/2014 1213 Active
Apron 113 RAMP FREEZE DAFD M3163/14 06/25/2014 1919 07/05/2014 1213 Active
Apron 113 RAMP CENTERLINE MARKINGS LGT OBSCURED AFD M3161/14 06/25/2014 1916 07/05/2014 1213 Active
Apron 113 RAMP DIRECTION MARKINGS SOUTH SIDE NON STD CCX M3162/14 06/25/2014 1917 07/05/2014 1214 Active
Apron 113 RAMP CLSD M3159/14 06/25/2014 1914 07/05/2014 1214 Active
Apron RAMP 113 RAMP RAINY L0057/14 06/25/2014 2016 07/05/2014 1214 Active
Apron 113 RAMP WORK IN PROGRESS GRASS CUTTING NORTHEAST EDGE DD BARRICADED M3165/14 06/25/2014 1940 07/05/2014 1214 Active
Apron 113 RAMP WORK IN PROGRESS CONTROLLED BURNHEAVY SMOKE ADJACENT EAST E M3164/14. 06/26/2014 1939 07/05/2014 1615 Active
Apron 113 RAMP OPEN EXCAVATION NORTHEAST EDGE BARRICADED M3160/14 06/25/2014 1915 07/05/2014 1950 Active

NOTE: The NOTAM will remain “In Queue” until it is either manually activated or deleted.
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CHAPTER 9

CANCELLING AN ACTIVE NOTAM, SUBMITTING AN ACTIVE NOTAM,
CREATING AND DELETING A DRAFT NOTAM

1. The Cancel action tab is used to cancel an active NOTAM before its end time.

Figure 45: Existing NOTAM

NOTAM Manager | My Profile | Preferences | Feedback | Help | Logout

Federal Aviation el n
B Administration Test System Digital - AIM| NOTAM - Manager
Eugene Fisher | JUN 6 2014 FRI 1518 UTC
Filters E noTam Summary Rows: 0 Page: { GoPage 1of3 >> Last
, | Feature Condition Number ‘Start Date UTC SwEndDateUTC 8 Staus
" ., Apron 113 RAMP CENTERLINE MARKINGS LGT OBSCURED TEST M2988114 06/04/2014 2057 06/30/2014 1230 Active 2
- T Rumay RWY 19R ARRESTING GEAR MARKER AT RWY 191 NORTHEAST SIDE LGT UNSERVICE M2917H14 06/03/2014 204 06/30/2014 1230 Active
=] Classification ( 65,7 ) Rumway RWY 19L BAK-12 ARRESTING SYSTEM NON STD 2999114 06/05/2014 1540 06/28/2014 1250 Active
Asrodoms (23, 5) Rupway VY 041180 HIGH INTENSITY BWY | GT COMMISSIONED M32eHe 06i05/2044 703 062620141102 Cancallad
' Rumay RWY 11L/15R WORK IN PROGRESS CONST M3027114 06/05/2014 2201 06/26/2014 1122 Active
50)
Apun (5,0 (Obstacle OBSTACLE WATERTOWER LGT 7050401304518 (3NM NORTH NORTHEAST APCH E M2854114 053172014 1213 06/1E/2014 1213 Active
Rumiay (25, 2) (Obstacle OBSTACLE WATERTOWER LGT 705040H1304518E (3NM NORTH NORTHEAST APCH E M2851114 053172014 1213 06/1E/2044 1213 Active
Tadway (2. 0) Obstacle 12853114 05/29/2014 1851 06/13/2014 1851 Active
y(2.0)
Obstruction (4, 0) Aprodrams HZQZ’-IL‘M B&A‘MQML‘M& 0543?1-14—12_—12 Cancallad
& Sutts Aetodrome 28B4 0610472014 1606 0612204 1213 Actie
All(144) Ascdzoms e TREy SRR fed2au Cancalled
Acte 65] Asrodrarns ML DBAII01 1541 054204 1018 Cancallad
. p Aerodrome M296314 06/04/2014 1540 06/12/2014 1018 Active
Activation In Progress (0) }
Cancelled (37) , n 20444 060372044 204 05442044 2245 C
Cancelation In Progress (0) Rumay RWY 11L/15R CONST AREA ADJACENT NORTHEAST SHOULDER KEEP OFF 200 FTPLE M2925114 0610372014 2132 06/11/2014 1540 Active

2. Select Active NOTAM to be cancelled. When selected, the selected NOTAM will be

highlighted and NOTAM Details Pane will be

displayed.

NOTE: Only NOTAMs created using the DoD NOTAM Manager System can be cancelled

using the DoD NOTAM Manager System.

3. Select Cancel.

Figure 47: Cancel Confirmation

Figure 46: Cancel NOTAM

i3

Confirmation

Do you want to CANCEL the NOTAM 7
Domestic: IKADW M3036/14 ADW RWY 01L/19R WORK IN PROGRES S RUBBER
REMOVAL N TDZ 1406061800.1406062359

Created by Eugene Fisher, (Tel: 4057348625; Fax: ; Radio: )

(2]

Reason for cancaliation (optional)

@ | Hazard no longer exists.

Details of Hazard h anged. A new NOTAM will be issued.

1 NOTAM is incorrect.

After selecting Cancel, a confirmation
the selected NOTAM. Entering the reaso

box will appear confirming the intent to cancel
n for the cancellation is optional. Not entering

a reason will not affect the cancellation process. The Reason For Cancellation comments
will appear in the NOTAM Archive Report.

NOTE: To disregard the request to cance

| the NOTAM, Close must be selected.
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4. Cancellation Confirmation

Figure 48: Cancellation Notice

Confirmation

NOTAM successfully cancelled.

Close

e After receiving Confirmation, the NOTAM is now cancelled. This NOTAM will
appear in the NOTAM Summary Pane as a cancelled NOTAM.

Figure 49:

NOTAM Summary Pane

Filters ENOTJ'JMSummary Rows: 20 Page: 1 GoPage 1of3 >> Last
Accountabilly Fealure Condition Number Stert Date UTC FUEndDate UTE S Siaus
Agron 113 RAMP CENTERLINE MARKINGS LGT 0BSCURED TEST M23B5/14 06042014 2057 063020141230 Actie
Runway RVWY 19R ARRESTING GEAR MARKER AT RIWY 16L NORTHEAST SIDE LGT UNSERVICE 2374 OR/032014 2024 053012014 1230 Active
Rumway RWY 19L BAK-12 ARRESTING SYSTEM NON STD 1238914 06052014 1540 06282014 1250 Actie
R Rupeay RUPY 04L45R HIGH INTENSTY RUY LGT COMMSSIONED Ma0eHs 06052044 2203 068204 1122 Cancollad
- ! Runway RWY 01LASR WORK IN PROGRESS CONST 3027114 0R/052014 2201 06262014 1122 Active
Apron (5.0 Obstace OBSTACLE WATERTOWER LGT 70504011304518E (3M NORTH NORTHEAST APCH E M2B54/14 05312014 1213 06/152014 1213 Actie
Rumvay (25, 2 ) Obstacle OBSTACLE WATERTOWER LGT 70504011304518E (3M NORTH NORTHEAST APCH E M2851/14 05312014 1213 06/152014 1213 Active
Taiway (2, 0) Obstacle OBSTACLE WATERTOWER LGT 705040N1304518E (3NM NORTH NORTHEAST APCH E 285314 052812014 1851 05132014 1851 Active
Obstuction (4, 0) Asrodrarne AE20DROVE WILDLIEE BAZADD DEWWSE SOUTHIEST SI0E TEST [Tty 504204 1503 [ EEL TR Carcollsd
o Satus Asrodrome AERODROME BASH BIRD WATCH CONDITION LOW TEST M2SB114 O6/0412014 1606 0R/122014 1213 Active
Al (144) Asrodrarno WAl ] Moo GG GA220M21 Carcollsd
Actie (55) Aseodroms TERMINAL AREA RADARISECONDARY SUBVEILL ANCE DADAR UNSERVICEABLE TAEEA [T I 0504204 4544 05422044 1013 Cancollad
Mmti‘m‘hjm“ o Agrodrome PRECISION RUNWAY MONTOR/SECONDARY SURVELLANCE RADAR UNSERVICEABLE M2%6314 OR/0412014 1540 05/1212014 1013 Active
Asrodrarno TERMINAL APEX RADAR/SECONDARY SUBVEILLANCE DADAR UNSERVICEABLE TAEEA M2sgss B0 1502 064220141018 Cancollsd
Cancelled (37) ., A e 5004 204 QB4 BUE e
Cancellaion In Progress (0] Runway RWY 01LA9R CONST AREA ADACENT NORTHEAST SHOULDER KEEP OFF 200 FT PLE 2925114 06032014 2132 061172014 1540 Actire

5. Replacing an Active NOTAM

Figure 49: Replace

e The Replace action tab is to be used to cancel an active NOTAM and replace
it with a similar NOTAM.

a. Select an active NOTAM.
b. Select Replace.
c. Select Proceed with REPLACE Confirmation Pop-up.

Figure 50: Replace Confirmation Message

Confirmation

@ Do you want to REPLACE the NOTAM 7
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d. Change the appropriate fields.
e. Click the Submit tab when finished.
f. Click yes in the Confirmation Message.

Figure 51: Replacement Confirmation Message

Confirmation

Do you want to Activate the NOTAM?

Please note NOTAM M3101/14 will be cancelled.

XXIXXX NOTAMR H
Q) ZDC/QCAAS/IV/BOIAE/0D0/399/3848N0T652W005 L
A) KADW

B) 1406271354

@ €) 1406301130 i
pramsiac inincmancsa. s _ P

Comments (optional)

Figure 52: Replacement Notice

Confirmation

NOTAM M3101/14 is cancelled.

M3217/14 NOTAMR
Q) ZDCIQCAA S/IV/BOIAE/D00/999/3848N0T652W005 ‘
A) KADW

B) 1406271356

C) 1406301130
E) VOR VOICE UNSERVICEABLE di

NOTAM Submission successfull

| m

=
'o/ Note: Automatic MOTAM Distribution is turned on

g. Click Close in the Replacement Notice.

NOTE: The initial NOTAM will not cancel until the replacement NOTAM is
Activated

6. Copying a Cancelled or Expired NOTAM

Figure 53: Copy NOTAM




e The Copy tab is to be used to mimic the data in an active, cancelled or expired
NOTAM.

a. Select the active, cancelled or expired NOTAM in the NOTAM Summary Pane.
b. Change the appropriate fields.
c. Click the Submit tab when finished.

7. Saving and Editing a NOTAM as a Draft
Figure 54: Save

=_ Save

e To create a draft NOTAM, populate the NOTAM information as if creating a new
NOTAM and select Save. This will save the draft NOTAM in the NOTAM Summary
Pane.

Figure 55: Save as Draft Confirmation Message

Alert

- Do you want to Save as Draft?

e Editing an existing draft NOTAM:

a. To edit a draft NOTAM select the Draft NOTAM from the NOTAM Summary
Pane and click the Edit tab.

Figure 56: Edit Tab
| I Edi I

b. Make the appropriate changes.
c. Select Save or Submit.

8. Deleting a draft NOTAM

e The delete function is to be used to delete a draft NOTAM. This only works for draft
NOTAMs. It will not work for existing NOTAMs.

Figure 57: Delete Tab

i
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NOTE: Once deleted the Draft NOTAM information cannot be accessed.
a. To delete a draft NOTAM click on the draft NOTAM in the NOTAM Summary
Pane.
b. Select the Edit tab, which will enable the Delete tab.

Figure 58: Deletion Confirmation Message

Confirmation

@ Da you want to Delete the draft ?

c. The draft NOTAM has been deleted.
9. Checking a Draft or New NOTAM for Errors

e The Error Check tab may be used on draft and New NOTAMs before activation. This
will validate the NOTAM against all business rules, but it will not activate the NOTAM.

Figure 59. Error Check Tab

'_'Fa_ Error Check

a. Click the Error Check tab.

b. Any missing or erroneous fields will be highlighted. The Error Check will
indicate whether the NOTAM passes all the proper validation rules. If errors are
noted, correct the NOTAM before submitting.

Figure 60: Error Message

Error Check Results

Errors:
@ Start Time cannot be more than 10 minutes before the current UTC time

The NOTAM is now validated and may be submitted.
10. Submit NOTAM

e To activate the NOTAM, click Submit.
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Figure 61: Submit NOTAM Tab

e To submita NOTAM start from a New NOTAM or a draft NOTAM. Whether a New
NOTAM or a draft NOTAM, make sure all data entered is correct.

e The Submit Tab will error check the NOTAM before submission. If it fails an error
message will be displayed. If no errors are found NOTAM is submitted.

Figure 62: Confirmation Message

Confirmation

Do you want to Activate the NOTAM?

XXIXXX NOTAMN
Q) ZDC/QFALC/IVINBO/AID00/999/3848N0T652V0005
A) KADW

B) 1406280001

C) 1406301500

@ E) AERODROME CLSD i
< m *

Comments (optional)

m

a. Double check the Confirmation message to ensure NOTAM validity.
b. Select Yes on the Confirmation Message.

Figure 63: Submission Notice

Confirmation

M3218/14 NOTAMN
Q) ZDC/QFALC/IVINBOIA/00/999/3848N0T652W005
A) KADW

B) 1406272359 1
C) 1406301500

@ E) AERODROME CLSD

NOTAM Submission successful!

m

o Note: Automatic NOTAM Distribution is turned on
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c. The Confirmation message will display after the NOTAM has been assigned a
NOTAM number. The NOTAM is now active. Select “Close” to close the
Submission Notice confirmation box. This NOTAM will be displayed on the
NOTAM Summary Pane.
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CHAPTER 10
ENTERING A FREE FORM NOTAM

1. On occasion, there may be a NOTAM that has to be issued and a scenario is not
available in the drop down menu. If this occurs, the Free Form option is available. This
allows the User to type the scenario via Free Form. Free Form NOTAMs are not digital
and are submitted through the USNS. Free Form should not be used unless the desired
NOTAM has the two following characteristics: The NOTAM does not fit in any of the
other templates and the NOTAM falls under the airport’s authority.

a. Click on New

b. Select Keyword

c. Select Designator

d. Scroll down and Highlight “Free Form” in the Scenario list
e. Select Create NOTAM

Figure 64: Free Form

- NOTAM Manager | Feature Manager | User Administration | My Profile | Preferences | Feedback | Help | Logout
R\ Federal Aviation it
HQBR Administration Demo System Digital - AIM | NOTAM - Manager
Brooke Beets | NOV 9 2012 FRI 1958 UTC
@ Keyword-All (7, 4 ) erodrome- Select a Designato elect Scenario
| Aerodrome (0, 2| [acy 3 [ e
Apron (0, 2 ) Pilot Controlled Lighting (PCL) Status -]
Obstruction (1, 0 ) Wildlife Hazard
Runway (0. 0 ) Wind Indicator Status
o Work In Progress
Taxiway (6, 0 )
Create NOTAM I
Cild 2
S
Yy
e b g
)
o 2 &) ,{
3 (322
» L
o
& &
%"-,
T
e ,
Allary, ®
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Figure 65: Free Form NOTAM Template

[EJNOTAM Editor - Scenario: =i El

Prior Permission ~ Comments

Lat, Long Lookup m nx

DOD Free Form (Fields Marked

* are required)

Condition: *

Period of Validity
Start Date (UTC)®

[ start upon Activation

06/27/2014 1600

MOWING OPERATIONS IN PROGRESS ALONG OUTER EDGE.

End Date (UTC)*

06/27/2014 2000 Reset

[} Check here if the NOTAM is relevant only during specified times within the overall effective period

Domestic m Plain Text

XOUXXK NOTAMN

Q) ZDCIXCAXAVINBOIAIDD0/999/3848M07652W005

A)KADW

B} 1406271600

C) 1406272000

E) RAMP TRIM PAD MOWING OPERATIONS IN PROGRESS ALONG DUTER EDGE

Figure 66: Confirmation Message

f. Type in your NOTAM text

g. Enter the Start and Stop Dates and Times

h. Click on Submit

Confirmation

o .

Do you want to Activate the NOTAM?

XXIXXX NOTAMN
Q) ZDCIQXXXX/IV/NBO/A/000/999/3848N0T652W005
A) KADW

B) 1406271600

C) 1406272000

E) RAMP TRIM PAD MOWING OPERATIONS IN PROGRESS ALONG OUTER EDGE. i

oo

n

Comments (optional)
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Figure 67: Activation Confirmation Message

V)

Confirmation

M3221/14 NOTAMN
Q) ZDCIQXXXX/IVINBO/AIO00/399/3848N0TE52W005

A) KADW

B) 1406271600

C) 1406272000

E) RAMP TRIM PAD MOWING OPERATIONS IN PROGRESS ALONG OUTER EDGE.

NOTAM Submission successful!

Jam—
'Q Note: Automatic NOTAM Distribution is turned on

m

HOTAM Summary

ACY-Atlantic City Intl

Page 1 of 3 ==

Feature Condition Mumber
Agrodrome ACY AD GRASS FIRE 3 MILES NW OF AIRPORT... =
Taxiway ACY TWY D OPEN EXCAVATION... 11109
Taxiway ACY TWY D CLSD. 1111
Obstruction ACY OBST TOWER 175 (124 AGL) 0.6 SSE LGTS OTS (ASR 1253314) 11077
Taxiway ACY TWY AWORK IN PROGRESS CONST... 11107
Taxiway ACY TWY AWORK IN PROGRESS CONST... 11108
Taxiway ACY TWY ALL RWY LOCATION SIGN UNLGTD 2016-0500 TUEITHU/SATISUN...  10i342
Taxiway ACY TWY D OPEN EXCAVATION... 11112
Fartway ACYRWHZ2-CESE- 0303
AEFoEFOTT ASY A2 HOHENT o287
Rfway ACYRWAA22-CESE— +8384
Aefodrarme ACY-SYCAHSA2HHCMSN- 5288
e A Tans s Clme e o — annnn
0 D D 0

NOTAM Status: ACTIVATION IN PROGRES S

Domestic: IACY XXX ACY AD GRASS FIRE 3 MILES NW OF AIRPORT WEF 1211092001-1211092359

Created by Narmada Rao, (Tel: 8163292537; Fax : Radio’ )

Start Date UTC

11/09/2012 2001
11/09/2012 1822
11/09/2012 1844
11/05/2012 1935
11/09/2012 1720
11M0/2012 0200
10/23/2012 2016
11/09/2012 1911

End Date UTC

11/09/2012 2359
111172012 1800
1112912012 1200
11/20/2012 1935
11110/2012 0B00
11M2/2012 0200
11110/2012 0500
11M2/2012 1200

pqpnoan 4o
t 23

DR

A2 1345
HF A2 2004

dni4oinndn 40z

2620128600
H2H2ot4242

Next

Previous

2. Cancellation of Free Form NOTAMSs

a. Select the Active NOTAM and select Cancel NOTAM from the Action bar.
b. The Active NOTAM will then show “Cancellation in Progress.”
c. When the Fax is successfully delivered to the AFSS, the NOTAM status changes to
“Cancellation Faxed.” (Alaska Only)
d. When the cancellation is delivered by USNS, the numbered NOTAM will reflect
a “Cancelled” status with a horizontal line through the entire NOTAM.

e. If the NOTAM expires, the status will change to “Expired” and a horizontal line
through the NOTAM will be observed.
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CHAPTER 11
CUSTOMER SUPPORT
la. NAIMES Customer Support is available during the following hours:

e Hours: 24 hours a day, 7 days a week.
e Telephone Number: 1-866-466-1336

1b. The NAIMES Customer Support will assist with the following functions:

Use of NM software

Administrator password reset

System troubles

Recommendations for system improvements.

2a. The DoD NOTAM help Desk is available during the following hours:

e Duty Hours (Mon-Fri 1200z through 2200Z) DSN 510-422-4752/53/54/55
e After hours/Weekend/Holidays: Comm 571-318-2735

2b. The DoD NOTAMS help Desk will assist with the following functions:

e NM System Operations procedures
e NM User Guide Questions
e DoD NOTAM Policy Questions
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